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/ Form HR FM 1 "\ MEST FOR MLCORD RETLNTION Sl scumuig o,
(5-1-53) . To be“gubplttea to the Ricords Manageren't Division
*  1all of Records Hall of fecords Commission 1
Cormission Page No. 1
1. tequesting Agency 2. Division or Bureau of Requesting Agency
‘ BOARD OF NATURAYL REUQURCES DEPARTUENT OF GAMB AND INIANWD FISH
3. Authorization Requested (Check only one of the squares below). \
A ‘ B \ C
Dispose of prescnt % Establish retention sche- Microfilm and destroy
accumulation. MNo dule for records for which originals, Originals

additional accumulation there is a continuing accumu~ if not microfilmed would
is anticipated, Lecords lation. The rccords will cease be retained for the period

have ccased to have to have value to warrant their of time indicatcd. !
value to warrant reten~ vretention after the period of
tion. time indicatod, e |
L. 5. Dcscription of Records 6. Rccommendation
Item | Yoscribe records accurately., Include title, form numbcr, of Hall of Re-,
No. | prroose,, size of documents, inclusive dates, quantity (cubic jcords and Roard
or linear fect), and show recommcnded retention periode of Public Works.

1. |CORRESPONDINCE « GENERAL (AGENCY WIDR) N
Consists of correspondence with individunls, State, Federal, Qo5
agencios of other states, and local agencies, ramufacturers, | K

otee Occuples 10 dravers in the Departmentts offices (Mune | Conm o Sv
sey Building, Baltimore), 1952 to date, 17 tranafiles in the
office storercam, 1948 to 1952 and 2L transfiles in the base-
ment storeroom for the period 19L1 to 1948. (Total, 01 cuble
foot, 1941 to date.) Accurmlates 5 drawers per year, avarages
‘ RECOLUENIVTIONS Retain 3 years after creation or receipt
and then destroys -

2. | CORRESPOMDENCE AND WONTHLY REPORTS FILE = LICRMSE AGEXTS AND | G 3
CLERRS OF COUR? 20 o R
ttonthly roport (vnmumbered form) indicating number and types A\

of lunting and fishing licenses sold and the amount of re=- o

venue collected by the License Agent or Clerk of Court making |

tho sales. Also corrospondence with the agents o Clerkas

concerning tha sale and receipt of license books, transpite )

tals, atc, Neceasary for audit purposeds Occupies b trans=

| £iles, 194 ~ 1947, in besement storeroom (lunsey Building,

Baltinore), 3 transfiles, 1948 « 1951, in office atorercom

and 2 drawerse, 1952 to date, in the Department!s officea,

{Total, 1} cuble fects) Accumulates 1 drawer per years

RECOMMENDATIORS Retain 3 years or until sudited whichever

18 latexsand then destroye

’ d
3. | CORRESPONDENCE AND WEXXKLY REPORTS ~ WARDENS G §(S ' Q
The weekly report, en unmmbered farm, 15 a daily log of the ["oow o N o7

7. Agencys Division or Burcau Hepresentative

\4@«/ S S Briess Bttt Moo toe DK, 1S/

~

Signature , Title Date
Schedule Authorized as Indicated in Disposal Authorized as Indicatcd in
Col. r6 by Hu11 of Rccords Commission 1Cole 6 by Board of Public Works. (
P : 0T 191953 () e &0 o exr
Of 16,1953 Mg QLI %7280 —
. Datc Signature i Date — \C  Signaturc
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5. Description of Necords
Describe records accurately., Include title, form number,
purpose, size of documents, inclusive dates, quantity (cubic
or linecar feet), and show recommcnded retention pcriod.

6. Recomnendation
of Hall of Re-~
cords and Board
of Public VWorks,.

ke

Se

6.

reporting warden's activities. Correspondence 18 concerned
vith the routine functions of the wardens, Occupies 6 trans-
files in the basement storeroom, 1943 « 1947, L transfiles in
the office storeroom, 1948 - 1953, and 3 drawers in the ac-
tive. files., (Total, 21 cubic féet, 1943 to date.) Accumla=
tes at the rate of approximately 1; drawers annually. Is
filed alphabetically by name of warden.

RECOMUENDATION: Reotaln 3 years after receipt or creation and
then destroye.

TITLES AND DEEDS FILE < REAL PROPERTY

Consists of plats, maps, abstracts, titles, deeds, bill of
sale all concerned with property under Jurisdiction of the
Department. Occuples 1 drawer, 1919 to date, plus a small
accumlation (6 linear inches) in the Federal Aid Projects
file of the Fish Division,

RECOMUENDATION S

FEDERAL AID PROJECTS FILE - CAME DIVISION

These records are ereated through the operation of a Stata
and Federal cooperative game and wildlife conservation pro-
gram under terms of the Pittman-Robertson Acte They consist
of plans and specifications, progress reports, plats, related
correspondence, etce Occuples 3 drawers, 1939 to date in the
Department?!s offices. Accumlation rate is less than 1 lin~
ear foot per year. Filed alphabetically by project within
geographical divisions.

RECOMMENDATIONs Retain permanently.

LICENSE STUBS

A prenumbered form (33* x LE®) prepared in triplicate by the
licensing agent or Clerk of Courtj original to licensee, dup~|
licate to the Department for eccounting and asudit, iriplicate’
is retained by the agent or Clerk. A1l fishing licenses
(state-wide, Potomac River =~ West Virginia and Virginia resie
dent, Potomac River - District of Columbia resident, non-
resident, and three~day tourists) and hunting licenses (state=
wide, county resident, non~resident, four-day non-resident
waterfowl, duck blind, sneak boat and pusher), must be acw
counted for whether issued or not. To this end the Department
maintains a permanent ledger indicating the numbers of the
licenses sent to the various agents and Clerks of Court. The
returns are entered in the permanent ledger as to the numbers
sold and unsold.
returned to the Department are necessary for audit purposes.
Duplicate licenses occupy 5 cubic feet, 1953 and 195k fiscal
years to date, and accumulate at the rate of 3 cubic feet per
year. Unsold licenses occupy 13 cubic feet for the fiscal
year 1953, and accumulate at the rate of 12 cubic feet per
years )
RECOMMENDATION:s Retain for 3 years or until audited, which~

-

s

Retain permanently.

ever occurs later and thep destroy.

The duplicates and unsold licenses which are|

f
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5. Description of Necords
Deseribe records accurately. Include title, form number,
purpose, size of documents, inclusive dates, quantity (cubid
or lincar fcet), and show recomacnded retenzion period.

6. Recomrendation
of Mlail of e+
cords and Board
of Public Workse.

8.

9.

- fhnds

10.

- }&» x 7), and summons served by the game wardens for viola~

—

FARY « CAME PROGRAY = AGREEMENTS FILE
Contains correspondence and the signed form of agreement.

;@g Qcnds
The agreements are made between the Department and property . o %S .

owners for propagating and protecting wildlife on other than
State owned lands. Agreements are effective for varylng
lengths of time. Occupy 1 drawer, 19LL to date.
RECOMMENDATIONy Retain for 3 years after expiration of agreet
ment and then destroye ¥

* \
ATMINISTRATIVE FILE = LAW ENFORCEMENT DIVISION
Consists of correspondence between the Chizf Game Warden and
subordinate wardens, routine functlions and special p$sign-
ments relating to deer season dates, fox bounties, fur dealer
collectors and game breeders, regulated shooting areas, pos-
session permits, etc. Also contains data on arrests and
trials (and correspondence relating thereto), boats, guns,
hunting accidents, waterfowl violations, annual report work
sheets, fur information, crop and deer damage, etc. Occupy
3 drawers, 1938 to date.
RECOMMENDATION: Retain 10 years after receipt or creation
and then destroy. )

ARREST REPORTS AND SUMMONS FILE = LAW ENFORCEMENT DIVISION

e

Qmw\‘-p-v;\

Contains reports of arrests and trials held (Form GeI.F. =2 /%j LS
G v

tions of the Game and Inland Fish Laws. Its greatest use is
as a check on repeat offendersy 1s also used in the prepara=-
tion of the annual report and for audit purposes. One report
slip 18 prepared in quadruplicate for each arrest. They are
distributed as followss

a. Original to Departmental file (this item).

b. Trial Magistrate

c. District Warden

. de Regional Warden '

The reporta and summong occupy & total of 1 drawer (1 cubic
foot) for the period 1948 to date. They are prenumbered
forms and are filed numericallye Annual accumulation is 6
inches. An alphabetical index is maintained and occupiles
less than two 3" x 5% file drawers. The recommendation in-
cludes the indez as well as the file.
RECOMMENDATION: Retain for 25 years after filing and then
destroy. .

SPECIAL STUDIES FILE ~ FISH DIVISION

Consists of research material concerning the hadbits, enemies,
range, diet, etc., of various fish species. Several studies”
are in progress at present and the research material is neces»
sary for varying periods of tiwe. Occupy 1l drawer, 1947 to
date in Division offices. Accumulates approximately # drawer

per year.
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purpose, size of documents, inclusive dates, quantity (cubic
or lincar feet), and show recommended retention period.

7 G L\
. Form HE-RM 1a @D ", SCHEDULE NO.
(9-1-53) _ _.4EST FOR RECORD RETENTION SC..
Hall o1 Records (Continuation Sheet) ,
Commission Page No. [
Ls 5. Description of Necords 6. Recomnendation
Item{ Describe records accurately, Include title, form number, of Hall of Re-

cords and Board
of Public Works.

1.

12.

RICOWIENDATIONY Retaln rescarch materisl for a partioculsr
otudy for 3 yoars after publication of the study and then

deatroy.

TIOEKING RECORDS « FISH DIVISION

Conslets of reports and correspondence doaling with the
otocking of strehms and ponds throughout tho State. Data is
used in the proparation of the annual report and in the
study of envirannental conditions affecting £ish propagations
Occupg 1 drawer, 1947 to datey annual accurulation s less
t?m ] drawer‘

RECOMENDATIONS Potadn 15 years after creation or reccipt or
until usefulness 83 research materisl fo ended, whichever ia
later, and then destroy. :

FEDERAL AID PROJECTS FILE « FISH DIVISION

The records are created through the cporation of Fedorol =~
State cooperative fish conservation programs under the torms
of the Dingell~Johngson Acte File consista of correspondence,
agreczents with ovners {unnumbered form); plans, specificos
tions, plats, bids, spprovals, etc, Are necessary for
FPederal as well as State audit, Ocoupies L drawer 1951 to
date and acowrmlatos less than & drawer per years
RECOMUENDATION: Retein permanently,

ADMINISTRATIVE FILE - PISH DIVISIOR

Records are weekly reports of fiold porsonnel, regarding
tholr activitios, correspondence with them and fish ¢
reportds Katerlal is used in preparing atatistical and other
tabulations for the manual report. ~

RECORIHDATION: Retain for 3 years after crestion or receipd
and then dostroys '
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